USER'S MANUAL

FIELD ADMITS
INFORMATION PROCESSING SY STEM

15 August 1999




USER'S MANUAL

FIELD ALCOHOL AND DRUG MANAGEMENT
INFORMATION TRACKING SYSTEM (ADMITYS)
INFORMATION PROCESSING SYSTEM

Prepared by:
NAVY PERSONNEL COMMAND
PERS-6
Navy Personnel Command
5720 Integrity Drive
Millington, TN

15 August 1999

DISTRIBUTION STATEMENT: Digtributionisauthorized to U.S. Government agencies
andtheir contractorsfor official administrative or operationa purposes. Other requestsfor
thisdocument may bereferred to Commander, Navy Personnel Command, Millington, TN

38055-6000.




FIELD ADMITS
Version 2.00

USER'S MANUAL
Field Alcohol and Drug Management Information Tracking System (ADMITS)

Information Processing System
RECORD OF CHANGES
Change Date of Date of By Whom

Number Change Change Entered




FIELD ADMITS
Version 2.00

(Thispageintentiondly left blank)



FIELD ADMITS

Version 2.00
USER'SMANUAL
Field Alcohol and Drug Management Information Tracking System (ADMITS)
Information Processing System
TABLE OF CONTENTS
PAGE

SECTION1 INTRODUCTION

1.1 PUIPOSE AN SCOPE.....ceiueeierneesieeiesieesieseesteseesseeseesseesseseesaeeneesseeneas 1-1

1.2 REFEIENCES. ... 1-1
SECTION2 GENERAL DESCRIPTION OF THEFIELD ADMITS

INFORMATION PROCESSING SY STEM

P2 R @ V< oV = SRRSO 2-1

2.2 TNPUL. .. 2-1

2.3 OULPUL......eeieeeeeee ettt sa e re e s ae e e e e eneeneenneea 2-1

24 SECUNMTY.c.tiiiesieite et e ettt ettt e e se e e nenne e 2-1
SECTION3 WHAT YOU NEED TOKNOW BEFORE USING THE

FIELD ADMITSINFORMATION PROCESSING

SYSTEM

3.1 IngalingtheField ADMITSAPPlICAION.......coeirereeiririerrie e 31

3.2  SettingUpUser IDsand PassWords..........ccooevereeieenenenesienneesieseene 31

3.3  LoggingOnFEldADMITS.......ooiiieeeee e 31

34 MaNMENUSCIEEN.......eieeieiteetee et s 3-3

3.5  DataENtry SCrean.... ..ot 3-4

G T o o] B T oL 35

3.7 M ESSAZE SCIEENS......coeietieiee ettt s sn e reesreenrean 3-5

3.8 Drop-DOWNIMENUS........cooiiieiiieiieeee e e 3-6
SECTION4 SCREENINGDATA

4.1  Accessing the Screening Information Data Entry Forms............cccccee.... 4-1

4.2  Search Screening INfOrMation..........cocooeeerereneinierese e 4-2

4.3  BrowseScreening INformation...........ccceeeeeerenenenienesesesese s 4-5

44  Save Screening INfOrMatioN.........ccoeveeerererenenere e 4-7

45  Delete Screening INfOrmMation...........coeeeverererennienenenesees e 4-7

G [ 2= oo (o IR 4-8

A7  PreVIOUSRECOI.......cccooieiiiiiiiieie ettt 4-8

4.8  Clear Screening INformation..........coeeeeerenerenenese s 4-8



FIELD ADMITS

Version 2.00
USER'SMANUAL
Field Alcohol and Drug Management Information Tracking System (ADMITS)
Information Processing System
TABLE OF CONTENTS
PAGE

SECTION 4 SCREENING DATA (cont)

4.9  Cancel Screening INfOrmMation..........ccoereeereriererenesesese s seseseeeas 4-8
SECTIONS5 TREATMENT DATA

5.1  Accessingthe Treatment Information DataEntry Forms....................... 5-1

5.2  Search Treatment INfOrmation...........ccooeveeererenenenerrese e 5-2

5.3  BrowseTreatment INfOrmation..........ccoeeerereerenenienenenesiesese s 55

54  SaveTreatment INfFOrmMation...........ccoevererieierenenenese e 5-6

55  Deete Treatment INfOrmation..........ccoceeevererereiesenenieserese s 5-7

5.6  NEXLRECOI.......coiiiiiiiiieee e 5-7

5.7  PrevioUSRECOI.......cooiiiiiiesiee e 5-7

5.8  Clear Treatment INfOrmation.........cccceeererieiereneicneneese e 5-8

5.9  Cance Treatment information...........cccoeeerereeeriererenesieseeseseseseseseseas 5-8
SECTIONG6 TRAININGDATA

6.1  AccessingtheTraining Information DataEntry Forms............c.cccenenene. 6-1

6.2  Search Traning INfOrMaLiON.........ccovrrereirere e 6-2

6.3  BrowseTraning INfOrmMation.............ccoverrereienennenneseese e 6-4

6.4  SaveTraning INfOrmMation..........cccoereireierieneine e 6-6

6.5 DeeteTraning INfOrmation...........c.cccveerereriennienniereese e 6-6

6.6  NEXLRECOI.......oiiiiiieeee e e 6-7

6.7  PrevViOUSRECOI........coiiiiiriieieiesce e 6-7

6.8  Clear Training INfOrmMation..........cceveererererinese e 6-7

6.9  Cancel Traning INfOrMation............ccoverrerrenerieneie e 6-7
SECTION 7 REBUILDINGINDEXES

7.1 AccessingthelndexeSOptioN.........occvereierereniere e 7-1
SECTION8 BACKINGUPFILES

8.1  AccessingtheBackup Option..........ccccoevenineneneneneneseseseeesees 8-1
SECTION9 IMPORTINGFILES

9.1  Accessingthe mport Option...........ccoevererenenereee e 9-1

Vi



FIELD ADMITS

Version 2.00
USER'SMANUAL
Field Alcohol and Drug Management Information Tracking System (ADMITS)
Information Processing System
TABLE OF CONTENTS
PAGE
SECTION 10 EXPORTING DATA
10.1  Accessing the EXport Option..........cccceeererenenenenieneneseseses s 10-1
SECTION 11 SYSTEM ADMINISTRATION

11.1  Accessingthe System Admin OptioN.........ccooeveerererienerereneereseeeeas 11-1

112  SearchUser INfOrmation ...........coeeveeeeeiieiie et 11-2

11.3  BrowseUser INfOrmation...........cccoveeeiieiieiieseesie e 11-4

114 SaveUser INfOrmation.........cecceieeie e s 11-5

115 DéeeteUser INformation ..........cccceoeeeeieiiesesieesie e 11-6

116 NEXERECOIM......ocvieiiecie et 11-6

117 PrevViOUSRECOIM.........coiuieiiieieesieeseese ettt 11-6

11.8 Clear User INfOrmation..........ccceceeieieeiieieeie e sreesie e sne e 11-7

119  Cancel User INfOrmation..........ccceceieeiieieceese e 11-7

LIST OF FIGURES

FIGURE PAGE
GENERAL INFORMATION
31 CommaNd LOJO SCIEEN.......cceeererierieeee et 3-2
3.2 ADMITSLOQINSCIEEN. .....ccueeuieeeie ettt 3-2
3.3 NO Password MeSSage SCrEEN.........c.cveerereerereesieeee s 3-2
34 Wrong Password MeSsage SCreeN..........coeverereereereseesesee e 3-3
35 Fild ADMITSMan Menu SCreen.........ccceevevueeciesecieeseseesie e 3-3
3.6 Field ADMITSDataEntry SCreen........cccooeveveneieieieeee e 3-4
3.7 TOO| TIPSSCIOEN. ...ttt 35
3.8 SSN EIror MESSagE SCIEEN......cccueeieeeieeiee et 3-5
3.9 Drop-DOWN MENU SCIEEN........cceeiieieeie et 3-6

Vil



FIELD ADMITS

Version 2.00
USER'SMANUAL
Field Alcohol and Drug Management Information Tracking System (ADMITS)
Information Processing System
LIST OF FIGURES
FIGURE PAGE
SCREENING DATA
4.1 Field ADMITSMainMenu SCreen........ccocerererenenesene e 4-1
4.2 DataENtry SCrEeN.......cooeee e e 4-2
4.3 SSN EITON SCIEEN. ...ttt 4-3
4.4 Screening Date ErrOr SCreeN.......ccvveeeeieeiere e 4-3
4.5 NEW RECOI SCrEEN........oieriirieeiieeee ettt 4-4
4.6 BIOWSE SCIEEN. ...t 4-5
4.7 Screening RECOI SCrEEN.........coereeieierese et 4-6
4.8 WOrk Saved MeSSage SCIeeN.........ooeeireerienee e 4-7
4.9 Confirm Delete MeSSage SCreeN.......c.overerererereeese e 4-7
4.10 Record Deleted MeSSage SCreen.........coeeeereeneneeeenee e 4-7
TREATMENT DATA
51 Field ADMITSMainMenu SCreen........ccoevevevieneniesene e seeeenens 5-1
5.2 DataENtry SCrEeN. ......cooieee e 5-2
5.3 SSN EITON SCIEEN. ...ttt 5-3
54 Screening Date Error SCreeN.......covveeeeeereresesesee e 5-3
55 NEW RECOI SCrEEN. ......ccieieieie ettt 5-4
5.6 BIOWSE SCIEEN. ...t 5-5
5.7 Treatment RECOId SCreeN. ........coeeeeieieere s 5-6
5.8 WOrk Saved MEeSSage SCIeeN.......c.oieerereeneseenie e 5-6
5.9 Confirm Delete MeSSage SCreeN.......covveererreeerieese s 5-7
5.10 Record Deleted M eSSage SCren..... ..o veeeereeneneseesie e 5-7
TRAINING DATA
6.1 Field ADMITSMainMenu SCreeN........ccocevererienenesese e 6-1
6.2 DataENtry SCrEeN.......cooeieeeeeeeee e 6-2
6.3 SSN EITOIN SCIEEN. ...ttt 6-3
6.4 Completion Dat@ Error SCreeN..........coceverereresesie e 6-3
6.5 NEW RECOI SCIEEN........oieiieiiieiieeee ettt ee s 6-4
6.6 BIOWSE SCIEEN. ...t 6-5
6.7 Training RECOI SCIEEN.......ccoiiriierie e 6-5
6.8 WOrk Saved MeSsage SCIeeN.........ooeeireerenee e 6-6
6.9 Confirm Delete MeSSage SCreeN.......c.vvererererereeere e 6-6
6.10 Record Deleted MeSSage SCreen.........ooeeeeereneeseenee e 6-7

viii



FIELD ADMITS
Version 2.00

PAGE

USER'SMANUAL
Field Alcohol and Drug Management Information Tracking System (ADMITS)
Information Processing System
LIST OF FIGURES
FIGURE
REBUILD INDEXES
7.1 Fild ADMITSManMenu Screen.........cccceeeeevveenenee.
7.2 INdex Menu SCreen........cocvveeceeveesie e
7.3 Exclusive Use SCreen..........ccceveececeevie e
7.4 User FileReindex Screen..........cocveceeveevieceecieciesen,
7.5 Reindex Finished Screen..........cccoveeeveveccece e,
BACKUPFILES
8.1 Fild ADMITSManMenu Screen..........cccceeeeeennee.
8.2 Backup Menu SCreen........ooeeeveneneeieeneseeeesie e
8.3 Processing Records SCreen.........ccovveeveeienenieneniennens
8.4 Insert Blank Diskette Screen..........ccecvvveveveciieennen,
8.5 Composite Backup SCreen.........ccocevevevenenieenieneennns
8.6 Remove Diskette Screen..........cccveeeceececeecieccie e,
IMPORT
9.1 Fild ADMITSMain Menu Screen.........cccocveeeeennene.
9.2 [MPOITt MENU.....coiiiiie e
9.3 IMPOIt SCrEeN......ceeeieeee e
94 Import File Selection Screen..........cccoeveeeevencncnicnnne
9.5 IMpPOrt Processing SCreen.......ccooeeeeveeeenenieenieseenins
9.6 Import Processing Done Screen..........coceveeeenieneeenne.



FIELD ADMITS

Version 2.00
USER'SMANUAL
Field Alcohol and Drug Management Information Tracking System (ADMITS)
Information Processing System
LIST OF FIGURES
FIGURE PAGE
EXPORT DATA
10.1 Field ADMITSMan Menu SCreen..........ccoeveeeeeeeeneniesenneenes 10-1
10.2 EXPOrt MENU.......ooiiiiiiiiee s 10-2
10.3 Processing RECOrdS SCreaN..........cocvveeererenieeieeie e 10-2
10.4 Insert Blank Diskette Message Screen.........coeveeeeceeenesienene 10-3
10.5 CompOoSite EXPOrt SCreeN.........ccocvverenenerireeeese e 10-3
10.6 Remove DiSKEtte SCreen.........coovevererenene e 10-4
SYSTEM ADMIN
111 Field ADMITSMaNMeNU......ccooeireririnierieeee e 11-1
11.2 User Information DataSCreen........cooveveererenenesesie e 11-2
11.3 User ID Error Message SCreN........coveeveeeeeneeeiesee e siee e 11-3
114 User Information File.........ccooveeiviicceieccevee e 11-3
115 BrOWSE SCIEEN.......eii ettt 11-5
116 WOrk Saved MeSsage SCreeN........oovvverereerenieenesee e 11-5
117 Confirm Delete Message SCreen..........cceeeeeveveeneecnesieseeene 11-6
118 Record Deleted MeSsage SCreen........o.eeeeveveseneeeesie e 11-6



SECTION1

INTRODUCTION




FIELD ADMITS
Version 2.00

(Thispageintentiondly left blank)



FIELD ADMITS

Version 2.00
SECTION 1. INTRODUCTION

1.1 PURPOSE AND SCOPE
Field ADMITS has been devel oped to automate the activities associ ated with the drug/achohol abuse
screening, training and treatment programs, most commonly referredtoasLeve 11 and Level 111 programs.
The purpose of thismanua isto provide sufficiently detailed information to enable usersto execute three
mainfunctions

1. Collect Fild ADMITS data

2. Prepare collected datafor submissionto ADMITS

3. Maintain the data collected
Thismanua describesal menus, screens, and other options necessary for dataentry and report generation.
Step-by-step instructionsfor using the system can befound in Sections 3 through 11. Sections4 through 11
correspond tothe Main Menu selectionsfound in Figure 3.5.
Any commentsor suggestionsfor improvement tothe Field ADMITS program or User Guide may be
directed to p60fb@persnet.navy.mil. Any constructiveinput that will enableusto better servetheFleetis
welcome.

1.2 REFERENCES

(8). OPNAVINST 5350.4C
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2.1 OVERVIEW

Fidld ADMITSisamenu-driven system. Theuser will find it easy togototheMan Menu or returntoa
previousscreenfrom any Field ADMITS screen. Figure 3.5 showsthebasic menudesign of Fiedld ADMITS.
Thismanud containsillugtrationsof themany screensinthe Field ADMI TS application to hel p you understand
how to usethe application. These screens should be considered examplesonly. Although the screen format
should ook the samewhen you usethe system, the information content may be different. The Syslem Admin-
istrator for Field ADMITSwill be ableto accessall menus and screens shown inthismanual. Other Field
ADMITSuserswill belimited according to theaccesslevel listed intheir user profile.

2.2 INPUT

Input to Field ADMIT S originateswhen amember’ scommand assigns him/her to undergo screening, treat-
ment or training. Participation in screening, trestment or training resultsfrom recommendationsor inputs from
various sourceswhich includethefollowing:

a. Command Drug and Alcohol Program Advisor (DAPA) or Substance Abuse Counseling Officer
(SACO)

b. Individual service members(sdf-referras)

¢. Command Training Officer

2.3 OUTPUT

Field ADMITS generates screening, trestment and trai ning information which isdownloaded by the Facility
and sent tothe ADMITS officefor processing. Upon receipt of diskettesfrom thefield, ADMITSuploadsthe
recordsto theprimary ADMITSdatabase. A report isgenerated detailing the status of processing, including
any discrepanciesand forwarded back to the originating facility. Thefacility will then correct any discrepant

information (with the exception of duplicate entrieswhich need no further action) and return the corrected
informationtothe ADMITSoffice.

24 SECURITY

Field ADMITSrdieson user profilesto maintainthe security of dl data. Thismeansthat auser needsavalid
user ID and password to gain accessto Field ADMITS. User IDsand passwords may be added, changed or
deleted as necessary through the System Administrator(see Section 11).

In the next section, Section 3, we will discuss some thingsthe user will need to know prior to using Field

ADMITS.

2-1
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SECTION 3. WHAT YOU NEED TO KNOW BEFORE USING FIELD ADMITS

3.1INSTALLINGTHEFIELD ADMITSAPPLICATION

Installation of the Field ADMITS application isaccomplished much like any other Windows based software
ingalation. Click the[Start] button on the Windows Desktop Start Menu and select the[Run] option.
Using the [Browse] button, locatethe“ setup.exe” filefor the Fiedld ADMITS application. It may befound
onthe CD-ROM or floppy disk you received from the Field ADMITS office. If the application was down-
loaded from the internet, you will haveto locate the executablefilefrom the directory into which it was
downloaded. Onceyou find the executable setup file, double click on thefilename and the* Run” box will
appear. Click [OK] to run setup and finish theingtallation. Onceinstallation isfinished, anicon can be
placed on the desktop to expedite accessto the application. Refer to the Windows manual or the Help
screen for moreinformation onicons.

NOTE: If installing from diskettetherewill be several floppy diskettes, but all diskettes may not
berequired. Simply follow theingtallation instructions. You will be prompted astowhich diskettes
areneeded duringtheinstallation process.

32SETTING UP USER IDSAND PASSWORDS

Thedefault USER ID isSUPO000. Thedefault PASSWORD isQ0. Initidly, the System Administrator will
log onto Field ADMITS using the default settings. Assoon asispractical he/she should assign himsalf/
herself anew USER ID and PASSWORD and delete the default USER 1D and PASSWORD settings.
Subseguent testing to ensurethat USER 1D and PASSWORD are operationa should bedoneprior to

and PASSWORD havebeen deleted, they arenolonger usablewithout fir st reloading the Field
ADMITSapplication. Reloading the application will delete AL L information previously stored. If
areload of theapplication isrequired, the System Administrator must ensurethat all datahas
been backed up usngthe[BACKUP FILES] option prior toreloadingtheapplication. Thiswill
ensurethat all text, database and index filesarenot lost in theevent areload isrequired.

3.3LOGGINGONFIELD ADMITS

Tologinto Field ADMITS, doubleclick the Field ADMITSicon that you placed on the desktop during
installation. The Bureau of Naval Personnel, Navy Personnd Command logo will appear(Fig 3.1). Move
the mouseto the center of the command logo until atool tip appearsand then click themouse, or press
[ENTER]. The ADMITSLogin screenwill appear(Fig 3.2). The correct User ID and Password will have
to befilledinto successfully login. If not, amessage screen will appear prompting you to enter the correct
password(Fig 3.3and Fig 3.4).
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FIG31 COMMANDLOGO

1 Alcohol & Drug Management Information Tracking System M=l E3

ALCOHOL & DRUG MANAGEMENT INFORMATION
TRACKING BEYSTEM

FIG3.2ADMITSLOGIN SCREEN

{ ADMITS Login ]
Uzer ID; | oK
Password: —Cancel

Login Attempts: 1 of 3

FIG 3.3NO PASSWORD

i Message . . . | _ O] x|

Login error. Please enter your
@ password.
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FIGURE 3.4WRONG PASSWORD

i\ Meszage _ . . [ _ O] =]

Login error. Password incorrect.
Please reenter.

3.4 MAIN MENU SCREEN

3.4.1 TheMain Menu Screen dlowsentry into any one of theeight areaswithin Field ADMITS. Once
insdethe application, smply navigate to the necessary dataentry screen to browse, edit or delete Field
ADMITSdata Whenfinished workingin Field ADMITS, navigate back to thisMain Menu and click
[EXIT] toterminatethe Field ADMITS application.

FIGURE 3.5
FIELD ADMITSMAIN MENU

i Field ADMITS Application !El

SCREENING INDEXES
TREATMENT EXPORT
TRAINING IVMPORT

SYSTEM ADMIN

BACKUP
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3.5DATA ENTRY SCREEN

3.5.1 Manipulating theinformation within Field ADMI T Srequiresworking with Data Entry Screens.
These screens appear after you makeaM enu selection. Figure 3.6 isatypical Data Entry screen. A Data
Entry Screen contains Data Entry Fields. SSN would beaDataEntry Field. DataEntry Fields contain
information suchas SSN, RANK, MEMBER’ SUIC, etc. Each DataEntry Field representsasmall piece
of informationwithinFHeld ADMITS,

FIG3.6
FIELD ADMITSDATA ENTRY SCREEN

i Microsoft Yisual FoxPro

P [=] E3

‘ Loading Screen forms . .

! Screening Information =] E
Branch
— §5N Screening Date of Service Rank - UG —— Search |
- Type Report——— ‘-Siaﬁ# —‘ Incident Date —— ~Faciiity — Browse |
v P
Clear |
~icident info Primary Substance —— ~Secondary Substance — | Hext Recd |
| | i | -
-Referral Reason Previous Education —— -Recommended Action —  DEIEIE |
I LI “ LI I j Cancel |
) ) — Otfrer Action
— Previous Detections [T AL - Alcoholics Anommous
0 Urinalysis - Drug 0 Mil Law Enf - Alcohol [ & - Narcotics Anomanous
0 il Law Enf - Drug 0 CivLaw Enf - Alcohol N Psychiatric Referral
0 CivLaw Enf - Drug 0 CmdSuperDAPA - Alcohol [ Family Service Center
0 Cmd/SuperDAPADIug 0 Medical - Alcohol FE:":E’LE‘;’I‘E‘:SH
0 Medical - Drug 0 Self - Alcohol [ Other
0 Self - Drug I None

Enter your password, then press TAR .

34

e
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3.6TOOL TIPS

3.6.1 Helpful toal tipsare often found on the menu or on thefield in which you are attempting to makean
entry and assst in task completion. Figure 3.7 showsaData Entry screen with thetool tip highlighted.

FIG3.7 TOOL TIP

+ Backup Menu M=l E3

Screen File Treatment File

|E:-:|:u:|rt Screening recordz o floppy diskette|

Training File Exit

3.7MESSAGE SCREENS
3.7.1 Message screens are displayed to show various errors or task completions. Figure 3.8 showsan SSN
Error Message. If amistakeismade, the application will display an error message which tells exactly what

the mistakeisand how to correct it. There are many typical message screenswithinthe Field ADMITS
goplication.

FIG 3.8 ERROR MESSAGE

i Meszage _ _ . = E3

@ Please enter the member's S5HM.
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3.8 DROP-DOWN MENUS

Drop-Down (or Pull-Down) M enusdisplay alist of authorized entriesfor afield. Figure 3-9 below shows
an example of adrop-down menu. Field ADMITS makes drop-down menus available when you add/edit
informationin arecord. Drop-down menus help you enter appropriate information in acons stent format
and they can be recognized by the down arrow located to the right of the Data Entry Fiel d@.
Figure 3.9 showsthe drop-down menu for the Field ADMITS Data Entry Field, Branch of Service.
Choosing an entry from adrop-down menu works the sameway as choosing from aregular menu. When
the drop-down menu appears, review the choices by pressing the[y4 key or by clicking on the black down
arrow located inthedatafield. Oncethedesired choiceishighlighted, just hitthe[ENTER] key and Field
ADMITSwill automatically enter theinformation you selected into the appropriate Data Entry Field . Using
thedrop-down menuinfigure 3.9 asan example, if you pressed [ENT ER] when the cursor highlighted
USN, the drop-down menu would disappear, and USN would appear in the Data Entry Field below
Branch of Service.

FIG3.9
DATA ENTRY SCREENWITH DROP-DOWN MENU

i Screening Information

Branch
— §SN ——  Screening Date of Senvice Rank
123-45-6789 [ 10/10/1998 —‘
~ Type Report — Staff# WS
] e
UsSh
incidentinfo ——— -Primary Sy L Substance —
| | OTHER
RETIRED
~Referral Reason rrew'ous Education — (Recmnmendedﬂcﬁon =
: : — Ofer Action
— Previous Detections [ aA - Blcoholics Anomymous
0 Urinahysis - Drug 0 Mil Law Enf - Alcohol [ M& - Narcotics Anommmous
0 Mil Law Enf - Drug 0 CivLaw Enf - Alcohol O Psychiatric Referral
0 CivLaw Enf - Drug 0 Cmd/Super/DAPA - Alcohol [] Family Service Center
0 CmdSuperDAPADUY 0 Medical - Alcohol E Er:":miea%?nfer
0 Medical - Drug 0 Self - Alcohol [ Other
0 Self - Drug [ Hone

In the next section, Section 4, wewill discuss how to usethe Screening option of the Field
ADMITSapplication.

3-6
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SECTION 4. SCREENING DATA.

Thissection providesdetailed instructionsfor the creating, updating and del eting of information concerning
the screening of membersresulting from an a cohol or drug abuseincident.

4.1 ACCESSING the SCREENING INFORMATION DATA ENTRY FORMS
Drug and Alcohol Screening information iskept in the Screening Database portion of Field ADMITS.

Toedit Screening Datawithin Field ADMITS:

1. Click onthe Screening button from the Main Menu asindicated below in Figure 4.1.

FIG41FIELD ADMITSMAIN MENU

: Field ADMITS Application _ [O]

SYSTEM ADMIN

The next screen to appear will bethe Screening I nfor mation Data Screen (Figure4.2). Fromthis
screen, thereare severa optionsavailable. Other optionsare turned on/off asinformation isentered or

displayed.

4-1
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FIGURE 4.2 SCREENING INFORMATION DATA SCREEN
v  Screening Information Hi=l E3
{ SSN Screening Date Br of Sehvice Rank Ui
Search
l-- | I B | i
- Save
Type Report Stafr# mcident Date Faciiity e
- | R 00110
Clearn
mcident info Prmary subsiance Secondary Substance
;l I ;! I :j HextRecd
Frew e
Referral Reason Previons Education Recommended Action
| H | H | B =
G |
Previous Detections i kit
-~ - Qiher Aclion
[0 Urinalysis - Drug [0 MilLaw Enf - Alcohol ik idcohoRes Ao, |
[0 MillawEnf-Drug  [p CivLaw Enf- Alcohol rf: NA - Narcotics Anonymous
A Psychiatric Referral
[0 ChLaw Enf-Drug [0 cmdiSuperDAPA - Alcohol  Family Service Center
ﬁ Cmd/Super/DAPA Drug | g | Medical - Alcohol F Civilian Services
: VA Medical Center
ﬁ Medical - Drug ﬁ Self - Alcohol ™ Other
ﬁ Self - Drug . [ None
L

Thefirst option wewill discusswill bethe Search option.

4.2 SEARCH SCREENING INFORMATION

4.2.1[Sear ch] - Searchesthe database for aspecific record based on theinput of the SSN and Screening
Date. Thisoptionistheonly available meansto create anew record, but may also be used to retrieve an

existing record.

To Search for an existing Screening record:

1. Enter the SSN. If aSearchisexecuted without entering the SSN, or an SSN is entered which does not
meet validation criteria, an error message will appear and the correct information must be entered. See

Figure4.3.

4-2
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FIGURE 4.3 SSN ERROR MESSAGE

i Meszage _ _ . Mi=] E3

@ Please enter the member's S5HN.

2. Enter the Screening DateinMMDDY Y Y'Y format. The Search buttonwill highlight automaticaly.

3. Hit[ENTER] or click on [Sear ch] with themouse.

If the user entersaquestionable Screening Date, amessage will appear and the correct information must be
entered. SeeFigure4.4.

FIGURE 4.4 SCREENING DATE ERROR MESSAGE

i Message . . . |_ (O] x]

Screening Date contains
@ questionable value.

Oncetheinformationiscorrect, therecord will bedisplayed. If the SSN and Screening Date are correct
and the member has no record in the database, amessage screen will appear stating that the record was not
found. At this point, the user may continueto enter anew record. See Figure4.5.
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FIGURE 45RECORD NOT FOUND MESSAGE

i Meszage _ _ . | _ (O] x]

Record not found. Is this a new
@ record?

N

To enter anew record, proceed to step 3.

3. Enter [Yes]. The Screening Information Data Screen will reappesr.

4. Enter Branch of Servicefrom the drop-down menu.

5. Enter Rank. E1-E9, O1-09 format; no dashes.

6. Enter 5digit Unit | dentification Code of the Command to which the member isattached.

7.Enter TypeReport from the drop-down menu.
a. For anew record, select INITIAL;
b. For acorrectionto an exigting record, sslect AMENDMENT;
NOTE: Do not select Amendment to enter subsequent incidents. A subsequent
incident isconsidered anew record and MUST beentered assuch.
c. Tocancel arecord that was previoudy sent to NAVPERSCOM, select CANCELLATION. To
remove records not yet sent to NAVPERSCOM, see Para.4.5.1.

8. Enter assigned Staff#.

9. Enter Incident DateinMMDDY YY'Y format and cannot be afuture date.

10. Itisnot necessary to enter the Facility Code asit isautomatically entered by the application.
11. Enter I ncident I nfo from the catagory that best describes how theincident was detected.

12. Enter the Primary Substance abused from the drop-down menu choices.

13. Enter Secondary Substanceif gpplicable.
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14. Enter Referral Reason, either drug or alcohol.
15. Enter Previous Education from the drop-down menu choices.

16. Enter Recommended Action from the drop-down menu choices. These actions are servicesthat the
Navy can provide.

17. Enter number or Previous Detectionsby type. Thisisanumerical entry.

18. Enter Other Action recommended.

19. After dl information has been entered, hit [SAVE] to savetherecord. See Para. 4.4.
4.3BROWSE SCREENING INFORMATION

4.3.1[Browsg] - Thisoption alowstheretrieva of any record inthe screening filefor viewing or editing.
ToBrowsearecord:

1. Click onthe[Browse] button(Figure4.2) and the Browse screen will appear. See Figure 4.6.

FIGURE 4.6 BROWSE SCREENING INFORMATION

#m Screening Information =] EX

| Ssh Incid_date |Screendate |Branch|Rank |Uic_ruc | Staff_no |Facility|Rept_type [Incid_info Rec:_at:[;

0512118990501 31999 E2 120883 [JQP1234:i00710 A 3

i
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2. Arrow up or down to the desired record, or usethe mouse to highlight the desired record.

3. Press[ESC]. The selected Screening record will appear and may now be viewed or edited. See Figure
4.7.

FIGURE 4.7
SCREENING RECORD

¥isnal FozPro =] B

i Screening Information

Branch
— SSN——— [ Screening Date of Service Rank - UG —
001-00-0001 [ 01301;’1999—‘ ’7 “32 _‘ 00000
— Type Report—— Staff# Incident Date —— ~Faciity —
Ei IVHILDBeIT_‘ [ 12/31/1998 00110

-Wmcidentinfo —————— ’—ana.qr Substance —— recmdanr Substance —

|URIHALYSIS—DRUG ALCOHOL |I|.LCI]HI]L

-Reforral Reason ——— ~Previous Education ——— rRecormmended Aclion ——
|ALCI]HI]L “ADM-IS (E6 & UP) | IHTEH OUTPATIEHT
) ) — Qifver Action
— Previous Detections [T A& - Alcoholics Anomymous
0 Urinalysis - Drug 0 Mil Law Enf - Alcohol [C] HA - Harcotics Anonymous
0 Mil Law Enf - Drug 0 CivLaw Enf - Alcohol ( Psyc_:hiatri[:_ﬂeferral
0 CivLaw Enf - Drug 0 Cmd/SuperDAPA - Alcohol [] Family Service Center
0 Cmd/SuperDAPADrug 0 Medical - Alcohol E ﬁmmiea'l‘g‘;enfer
0 Medical - Drug 0 Self - Alcohol [ Other
0 Self - Drug [ None

4-6



FIELD ADMITS
Version 2.00

4.4 SAVE SCREENING INFORMATION

4.4.1 [Save] - Savesthedisplayed Screening record oncevalid dataisentered. Do not saveuntil all data
has been entered. Once arecord has been saved, amessage screen will appear. See Figure4.8.

FIGURE 48WORK SAVED MESSAGE

i Message . . . | _ O] x]

@ Wiork has been saved ...

45DELETE SCREENING INFORMATION
4.5.1 [Delete] - Deletesthe displayed Screening record after confirming the user’ schoiceto delete. Used

only when record hasNOT been sent to NAVPERSCOM. Field ADMITSwill prompt the user to confirm
thedecisionto delete prior to deleting arecord. See Figure 4.9.

FIGURE 4.9 CONFIRM DELETE? MESSAGE

+ Message . . . |_ O] x]

@ fre you sure you want to delete?
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Oncearecord hasbeen deleted, Field ADMITSwill confirmthedeletion. See Figure4.10.

FIGURE 410 RECORD DELETED MESSAGE
v Message . . . M=l E3

@ Record has heen deleted.

4.6 NEXT RECORD

4.6.1 [Next Record] - Displaysthe next record in the Screening Data database

4.7PREVIOUSRECORD

4.7.1[Prev Record] - Displaysthe previousrecord in the Screening Data database.

48CLEAR SCREENING INFORMATION

4.8.1 [Clear] - Clearsthe screen display of all data. Thisoption does not deletearecord.

4.9 CANCEL SCREENING INFORMATION

4.9.1 [Cancel] - Takesthe user back to the Main Menu.

Inthe next section, Section 5, wewill discusshow to usethe Treatment option of theField
ADMITSapplication.
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SECTIONS. TREATMENT DATA.

Thissection providesdetailed instructionsfor the creating, updating and del eting of information concerning
the treatment of membersresulting from an alcohol or drug abuseincident.

5.1ACCESSING theTREATMENT INFORMATION DATA ENTRY FORMS
Drug and Alcohol Treatment informationiskept in the Treatment Database portion of Field ADMITS.

Toedit Treatment Datawithin Field ADMITS:

1. Click onthe Treatment button from the Main Menu asindicated below in Figure 5.1.

FIG51FIELD ADMITSMAIN MENU

i Field ADMITS Application !El

SYSTEM ADNMIN

The next screen to appear will bethe Treatment I nfor mation Data Screen (Figure5.2). Fromthis
screen, there are severa optionsavailable. Other options are turned on/off asinformation isentered or

displayed.
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FIGURES2TREATMENT INFORMATION DATA SCREEN
i Treatment Information |_ O] x]
SSN Screening Date Br of Svc Rank i
II I L T I | Search
Save
Type Report Entry Date Term Date Facility Browse
s ot I i II]I]1 10 ——
I J I Clear
Hext Recd
Referral Source Primary Substance Secondary Substance —
i Ll I j I Li PrevHecd
[elete
Type Program Prograim Action Prognosis Cancel
Recommended Aftercare Action
[ Counseling [ Meetings [ Education [ Other

Thefirst option wewill discusswill bethe Search option.

52SEARCH TREATMENT INFORMATION

5.2.1[Sear ch] - Searchesthe database for aspecific record based on theinput of the SSN and Screening
Date. Thisoptionistheonly available meansto create anew record, but may also beused to retrieve an
existing record.

To Search for an existing Treatment record:

1. Enter the SSN. If aSearchisexecuted without entering the SSN, or an SSN is entered which does not

meet validation criteria, an error message will appear and the correct information must be entered. See
Figure5.3.
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FIGURE 5.3 SSN ERROR MESSAGE

! Meszage . . .  _ [Of %]

@ Please enter the member's S5H.

2. Enter the Screening DateinMMDDY Y Y'Y format. The Search buttonwill highlight automaticaly.

3. Hit[ENTER] or click on [Sear ch] with themouse.

If the user entersaquestionable Screening Date, amessage will appear and the correct information must be
entered. SeeFigure5.4.

FIGURE 5.4 SCREENING DATE ERROR MESSAGE

i Message . . . |_ (O] x]

Screening Date contains
@ questionable value.

Oncetheinformationiscorrect, therecord will bedisplayed. If the SSN and Screening Date are correct
and the member has no record in the database, amessage screen will appear stating that the record was not
found. At this point, the user may continueto enter anew record. See Figure5.5.
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FIGURE 5.5RECORD NOT FOUND MESSAGE

i Meszage _ _ . | _ (O] x]

Record not found. Is this a new
@ record?

Toenter anew record, proceed to step 3.

3. Enter [Yeg]. The Treatment Information Data Screen will regppear.

4. Enter Branch of Servicefrom the drop-down menu.

5. Enter Rank. E1-E9, O1-0O9 format; no dashes.

6. Enter 5digit Unit | dentification Code of the Command to which the member isattached.

7. Enter TypeReport from the drop-down menu. Select I nitial for anew record. Select Amendment
for acorrection to an existing record.

NOTE: Do not select Amendment to enter subsequent incidents. A subsequent incident isconsid-
ered anew record and MUST beentered assuch.

Select Cancellation to delete arecord previoudy sent to NPC. To remove records not yet sent to NPC,

usethedelete option.

8. Enter Entry DateinMMDDY YY'Y format and cannot be afuture date. Thisisthe datethat the mem-
ber started treatment.

9. Enter Term Datein MMDDY YY'Y format and cannot be afuture date. Thisisthe date that the member
completed treatment.

10. Itisnot necessary to enter the Facility Code asit isautomatically entered by the application.
11. Enter Referral Sour ce. Self-explanatory.
12. Enter the Primary Substance abused from the drop-down menu choices.
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13. Enter Secondary Substanceif gpplicable.
14. Enter TypeProgram for thetreatment that theindividual underwent.

15. Enter appropriate Program Action; stateswhether or not theindividual did or did not completethe
treatment program and stateswhether or not they werereturned to duty or separated.

16. Enter Prognosisasdetermined by the treatment facility.
17. Enter Recommended After care Action fromtheavailablechoices.

18. Enter [SAVE] to savethe new record. See Paragraph 5.4.

5.3BROWSE TREATMENT INFORMATION

5.3.1[Browse] - Thisoption allowstheretrieva of any record inthetreatment filefor viewing or editing.
ToBrowsearecord:

1. Click on the Browse button(Figure 5.2) and the Browse screen will appear. See Figure 5.6.

2. Arrow up or down to the desired record, or use the mouse to highlight the desired record.

FIGURE 5.6 BROWSE TREATMENT INFORMATION

g Treatment Information =] E3
L S5n Screendate [Branch |Rank |Facility |Llic_ruc |Rept_type | Entry_date |Term_date |Ref_source Typl;i
M a1 2119949 1 E- oo111 11111 41 QA 3 999: 0571 471999 3 1

1« | o




FIELD ADMITS
Version 2.00

3. Press[ESC]. The selected Treatment record will appear and may now be viewed or edited. See Figure
5.7.

FIGURE 5.7
TREATMENT RECORD
Treatment Information M=l
— 55N Screening Date — of Sennce Rank — G —
111-11-1111 | ’V 05713799 ‘ USH ’V ‘ 20388 ﬂ
— Nygpe Repord -Entry Date Tenn Date — Faciity —
Browse
[wrriar -] { 05/14/99 \ [ 05714799 ooiio | — "0
— = Clear
- Referral Source ——— — Primary Substance Secondary Substance — Next Recd
|I.I'RIH.I!.L‘_‘ESIS _j |CDCAIHE _J “HIA Ll —
Frev el
~Type Progratn Program Aclion ————  Progiosis ———————————— Delete
IDRUG LEVEL II Ll “ COMPLETED RTD LI “FAIR j ——
| Cancel
— Recormmended ARtercare Action
¥ Counseling ™ Meetings [~ Education ™ Other

54SAVE TREATMENT INFORMATION

5.4.1[Save] - Savesthedisplayed Treatment record oncevalid dataisentered. Do not save until all data
has been entered. Once arecord has been saved, amessage screen will appear. See Figure5.8.

FIGURE 5.8WORK SAVED MESSAGE

i Message . . . M=l E3

@ Wiork has been saved ...
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S55DELETETREATMENT INFORMATION
5.5.1[Delete] - Deletesthe displayed Treatment record after confirming the user’ schoiceto delete. Used

only when record hasNOT been sent to NPC. Field ADMITSwill prompt the user to confirm thedecision
to delete prior to deleting arecord. See Figure5.9.

FIGURE 5.9 CONFIRM DELETE? MESSAGE

+ Message . . . |_ O] x]

@ fre you sure you want to delete?

Mo |

Oncearecord hasbeen deleted, Field ADMITSwill confirmthedeletion. See Figure5.10.

FIGURE 5.10 RECORD DELETED MESSAGE
v Message . . . M=l E3

@ Record has heen deleted.

5.6 NEXT RECORD

5.6.1[Next Recor d] - Displaysthe next record in the Treatment Data database

5.7PREVIOUSRECORD

5.7.1[Prev Record] - Displaysthe previousrecord in the Treatment Data database.
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5.8CLEARTREATMENT INFORMATION

5.8.1[Clear] - Clearsthe screen display of al data. Thisoption doesnot delete arecord.

5.9CANCEL TREATMENT INFORMATION

5.9.1[Cancel] - Takesthe user back to the Main Menu.

In the next section, Section 6, wewill discuss how to usethe Training option of the Field
ADMITSapplication.
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SECTION 6. TRAINING DATA.

Thissection providesdetailed instructionsfor the cresting, updating and del eting of information concerning
thetraining of members.

6.1 ACCESSING theTRAINING INFORMATION DATA ENTRY FORMS
Drug and Alcohol Training information iskept inthe Training Database portion of Field ADMITS.

Toedit Training Datawithin Fidld ADMITS:

1. Click onthe Edit Training Databutton fromthe Main Menu asindicated below in Figure 6.1.

FIG6.1FIELD ADMITSMAIN MENU

i Field ADMITS Application !El

SCREENING INDEXES
TREATMENT EXPORT
TRAINING IMPORT

SYSTEM ADNMIN

BACKUP

The next screen to appear will bethe Training I nformation Data Screen (Figure6.2). Fromthisscreen,
there are severa optionsavailable. Other options are turned on/off asinformation isentered or displayed.
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FIGURE 6.2 TRAINING INFORMATION DATA SCREEN
¢+ Training Information M=l E3
SS5M Comnpletion Date
I L I Fr Search
Srae
Br of Svc Rank LA Browse
i :Iv I | Clear
HextHecd

Facility LIiC Training Program
I I ;l PrevRecd

[¥elete

Cancel

Thefirst option wewill discusswill bethe Search option.

6.2SEARCH TRAINING INFORMATION

6.2.1[Sear ch] - Searchesthe database for a specific record based on theinput of the SSN and Comple-
tion Date. Thisoptionistheonly available meansto create anew record, but may also beused toretrieve
anexisting record.

To Search for an existing Treatment record:

1. Enter the SSN. If aSearchisexecuted without entering the SSN, or an SSN is entered which does not

meet validation criteria, an error message will appear and the correct information must be entered. See
Figure6.3.
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FIGURE 6.3SSN ERROR MESSAGE

@ Please enter the member's S5H.

2. Enter the Completion Datein MMDDY YY'Y format. The Search button will highlight automatically.
3. Hit[ENTER] or click on [Sear ch] with the mouse.

If the user enters aquestionable Completion Date, amessagewill appear and the correct information must
beentered. SeeFigure 6.4.

FIGURE 6.4 COMPLETION DATE ERROR MESSAGE

. Message . .

Training Completion Date cannaot be
@ greater than today.

Oncetheinformationiscorrect, therecord will be displayed. If the SSN and Completion Date are correct
and the member has no record in the database, amessage screen will appear stating that the record was not
found. At this point, the user may continueto enter anew record. See Figure 6.5.
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FIGURE 6.5RECORD NOT FOUND MESSAGE

i Meszage . . . | _ O] x]

Record not found. Is this a new
@ record?

To enter anew record, proceed to step 3.

3. Enter [Yes]. The Training Information Data Screen will resppear. (SeeFigure 6.7)

4. Enter Branch of Servicefrom the drop-down menu.

5. Enter Rank. E1-E9, O1-09 format; no dashes.

6. Enter the 5 digit Unit I dentification Code of the Command to which the member isattached.
7. Enter the5digit Unit | dentification Code of thefacility wherethetrainingisconducted.

8. Enter the Training Program from thelist of choices on the drop-down menu.

9. Hit [Save] to savethe new record. See Paragraph 6.4.

6.3BROWSE TRAINING INFORMATION

6.3.1 [Browse] - Thisoptionalowstheretrieval of any record inthetraining filefor viewing or editing.
ToBrowsearecord:

1. Click onthe[Browse] button(Figure 6.2) and the Browse screen will appear. See Figure 6.6.

2. Arrow up or down to the desired record, or use the mouse to highlight the desired record.
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FIGURE 6.6 BROWSE TRAINING INFORMATION
g8 Training Information =]
= Ssh Branch|Rank |Fac_uic| Uic |Term_date|Type_train|Month |Quarter [Fiscal Upld_user I;
» 1 E4 11111 #11111:i05/05/1995:8

3. Press[ESC]. The selected Training record will appear and may now be viewed or edited. See Figure
6.7.

FIGURE 6.7 TRAINING RECORD

i Traming Information

SSMN Completion Date
II i £ Search
Srave
.Er ﬂf SVC Rﬂ"k UTI'.: Bruwse
I ] i | B [2hG
HextHecd
Facility UIiC Training Program =
I 00110 I ;l PrevHecd
[elete
Cancel
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6.4 SAVE TRAINING INFORMATION

6.4.1[Save] - Savesthedisplayed Training record oncevalid datais entered. Do not save until al datahas
been entered. Once arecord has been saved, amessage screen will appear. See Figure 6.8.

FIGURE 6.8 WORK SAVED MESSAGE

i Message . . . | _ O] x]

@ Wiork has been saved ...

6.5DELETETREATMENT INFORMATION

6.5.1[Delete] - Deletesthe displayed Training record after confirming the user’ schoiceto delete. Used
only when record hasNOT been sent to NAVPERSCOM. Field ADMITSwill prompt the user to confirm
thedecisionto delete prior to deleting arecord. See Figure 6.9.

FIGURE 6.9 CONFIRM DELETE? MESSAGE

+ Message . . . |_ O] x]

@ fre you sure you want to delete?

Mo |

Oncearecord hasbeen deleted, Field ADMITSwill confirmthedeletion. See Figure6.10.
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FIGURE 6.10 RECORD DELETED MESSAGE
v Message . . . M=l E3

@ Record has heen deleted.

6.6 NEXT RECORD

6.6.1[Next Recor d] - Displaysthe next record in the Training Data database

6.7 PREVIOUSRECORD

6.7.1[Prev Recor d] - Displaysthe previousrecord in the Training Data database.

6.8CLEAR TRAINING INFORMATION

6.8.1[Clear] - Clearsthe screen display of all data. Thisoption does not delete arecord.

6.9CANCEL TRAINING INFORMATION

6.9.1 [Cancel] - Takesthe user back to theMain Menu.

In the next section, Section 7, wewill discuss how to usethe I ndexes option of the Field
ADMITSapplication.
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SECTION 7. INDEXES.

Occasiondly the situation may arise when certainindex files need to be rebuilt. One such examplewould be
acorrupted fileresulting intheinability to accessarecord. Thissection providesdetailedinstructionsfor
executing arebuild of Screening, Treatment, Training or User Fileswithinthe Field ADMITS application.
7.1 ACCESSING theINDEXESOPTION

ToRebuild Indexeswithin Field ADMITS:

1. Click onthe Indexesbutton from theMain Menu asindicated below in Figure 7.1

FIG7.1
FIELD ADMITSMAIN MENU

i Fiahd ADMITS 5 pplicalion

SCREENING

INDEXES

TREATMENT EXPORT

TRAINING INMPORT

SYETEM ADMIN BACKLUF

1

The next screen to appear will be aMessage screen asking “ Do you have exclusive use of the Field Admits
Application”. Thissmply meansto ensurethat you arethe only per son logged onto Fiedld ADMITS.
IMPORTANT NOTE: No attempt to rebuild index files should be made if more than one user islogged
ontoFeld ADMITS. If Fiddld ADMITSisbeingrunfromalLAN, thelikelihood of morethan one user
being logged on smultaneoudy ispossible. In this casethe person attempting to rebuild should ensure that
they arethe sole user. In astand-alone environment therewon’t be aproblem. If an attempt ismadeto
rebuild index fileswhile morethan one user islogged onto Field ADMITS, the application will most likely
crash on the person attempting therebuild. Thiswill requirethat specific user tolog off and back on. All
other users should not be affected.
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FIG7.2
INDEX MESSAGE

v Messzage . _ . [_ (O] x|

Do yvou have exclusive use of the
@ Field ADMITS application?

3. Click[Yed] if you aretheonly personlogged onto Field ADMITS and continueto rebuild index files, or

4. Click [No] if youareNOT theonly person using Field ADMITSand wait until all other usersare
logged off prior to attempting arebuild.

After clicking [Yes], the next screen will bethel NDEX COM PL ET E message screen, indicating that
Indexing of all filesisfinished.

FIG7.3

INDEX COMPLETE
v Message . . . [_ O] x]

@ Indexing complete

5. Click[OK] toreturnto theMain Menu.
6. Click the Exit Iconto exit the application if desired.

In the next section, Section 8, wewill discuss how to use the Backup option of the Field ADMITS applica
tion.
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SECTION 8. BACKUPFILES

Occasiondly the situation may arisswhen areload of Fiedld ADMITSfilesis necessary. Onesuch example
would be asystem crash resulting in theinability to accessthe Field ADMITS application. Another such
example might beif the CPU hard drive required reformatting. When thishappens, it will be necessary to
reload datafilesfrom areliable source. A good backup program needsto bein place should thissituation
ever arise. If you have agood backup programin place, you will dwayshaverdiablefilestoreloadinthe
event acatastrophe does happen. How often you do abackup should depend on how often you input data.
Thissection providesdetailed instructionsfor executing abackup of Screening, Treatment or Training files
withintheField ADMITS application.

8.1ACCESSING theBACKUP OPTION

ToBackup Fileswithin Field ADMITS:
1. Click onthe Backup button from the Main Menu asindicated below in Figure 8.1.

FIG8.1
FIELD ADMITSMAIN MENU

i Field ADMITS Application =]

SYSTEM ADMIN

The next screen to appear will bethe Backup Menu (Figure8.2). From thisscreen, the user can access
the Backup optionfor Screening, Treatment or Training files.
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FIGURE 8.2
BACKUP MENU

SCREEN FILE
TREATMENT FILE
TRAINING FILE

3. Click onthe desired button from the Backup Menu asindicated abovein Figure 8.2.
The next screen to appear will be the processing records screen for the specific databeing backed up,

whether it be SCREENING Backup, TREATMENT Backup, or TRAINING Backup. See Figure 8.3.

FIGURE 8.3
PROCESSING RECORDS SCREEN

i SCREEMN Backup =] E

Source Fife; SCREEN

No. Racords in input Fife: 0 Cancel |

— Processing Statistics
SCREEN Records Scanned:

Records Backed Up

Processing Status
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5. Click the Process button or hit [Enter] to commence backup.
Thenext screenwill bethelnsert Blank Diskette message screen. SeeFigure 8.4.

FIGURE 84
INSERT BLANK DISKETTE MESSAGE SCREEN

+ Message . . . M=l E3

Insert a hlank formatted diskette in
@ Drive 4, then click Ok.

6. Insart ablank formatted diskettein Drive A, then hit[Enter] or click Ok. Several processing state-
mentswill temporarily appear inthetop right hand corner of the Microsoft Visual Foxprowindow. Thistells
the user that thefilesare now being backed up.

The next screen will bethe Backup Done screen followed immediately by the Backup Ok message
screen. The message screen will partialy overlap the Backup Done screen. Seefigure 8.5. Thistellsthe
user that the backup isfinished and it also givesthe number of recordsthat were successfully backed up.

FIGURE 85
COMPOSI TE BACKUP SCREEN

Source Fife: SCREEN
{ Message . =] E3
No. Records i

Processing 1 records were hacked up.
SCREEN Re @

Records Ba

Processing
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7. Click Ok or hit [Enter].
The next screen will bethe Remove Diskette message screen. SeeFigure 8.6.

FIGURE 8.6
REMOVE DISKETTE SCREEN

i Message _ . . M=l E3

@ Remove the diskette from Drive A.

8. Removethediskette, unlessyou have other recordsto back up. Click Ok

The Remove Diskette Screen will disappear |eaving only the Processing Records Screen. Thisfina screen
givesyou the breakout of how many recordsare on file, how many were scanned and how many were
backed up.

9. Click Cance or hit [Enter].

Thisisthefinal step to executing abackup. The applicationwill now returnto the Backup M enu screen.
From there the user may backup other records onto the same diskette, navigate to another section or exit
out of theField ADMITS application entirely.

Inthe next section, Section 9, wewill discussusing the lmport option of the Field ADMITS application.
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SECTIONO. IMPORT

All usersof the FIELD ADMITS application must be ableto import drug or a cohol screening, treatment or
training datafileslocdly. Tofacilitate thisrequirement, the FIELD ADMI TS application hasan Import
option onthe Main Menu. When importing screening, trestment or training data, theField ADMITS
applicationisdesigned to only import datathat has not already been imported. Usersare also ableto import
filesstored on Backup diskettesin the event of unexpected lossof data. Thefollowing stepsexplainin detail
how to perform thisfunction.

9.1 ACCESSING the[MPORT OPTION

Tolmport files:

1. Click onthel mport button from the Main Menu asindicated below in Figure9.1.

FIG9.1
FIELD ADMITSMAIN MENU

i Field ADMITS Application | _ O]

SYSTEMN ADMNIN

2. Thenext screento appear will bethel mport Menu(Figur e 9.2). From this screen the user canimport
Screening, Treatment, or Trainingfiles.
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FIGURE9.2
IMPORT MENU

SCREEN FILE
TREATMENT FILE
TRAINING FILE

3. Click onthe desired button from the Import Menu. The next screen to appear will bethel mport
Screen(Figure9.3) for thetype records being imported, ie Screen Import.

FIGURE 9.3
IMPORT SCREEN
aiee bR Select File
No. Records in Sorce Fife: Procoss

— Processing Statisics
SCREEMN Records Scannedt

Records nported

Processing Status

4. Click the[Select File] button. The next screen to appear will beawindow with variousfileslisted inthe
Field Admits parent directory. Thesefilescan’'t beimported becausethey ar e alr eady stored on your
computer, sodonot try to select from thislist. Instead, typein the pathname(most likely the floppy
drive) to the Screening.dbf, Treatment.dbf, or Training.dbf filesyou wish toimport; ie, a'\Screen.dbf.

5. Click [OK].
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FIGURE 94
FILE SELECTION SCREEN

Lookje |23 FieldAdmits = & ek

|_j zetup iﬁ Train.dbf

[=] Codes. dbf (=] Treat.dbf

_ﬁ Fownuszer. dbf @ ook up. dbf

EH_IJ Screen. dbf

(=] Staf. dbf

@ termpa. DBF

File name:  [aATOON10 aK I

Files of type: [T abl=/DBF | Carcel |

Help |
LodeEame,
After clicking [OK], the processing screen(Fig 9.5) will appear.
FIGURE 9.5
IMPORT PROCESSING SCREEN
+ TRAINING Import =] E3

Source File: A:\TRAIN.DBF Select File
No. Records in Source Fije:
— Processing Siatistics Cancel

Training Records Scanned:

Records nported

Processing Status

6. Click[PROCESS]. Thescreenin Figure 9.6 will display how many fileswere successfully imported.
7. Click[CANCEL] toreturn to the Import Menu. From therethe user can exit Field Admits.
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FIG9.6
IMPORT PROCESSDONE
{ SCREEN Import _ (O] %]
Source File: A:%500110. DBF Select File
MNo. Records in Source Hie; 1 Fhcess
Processing Statistics
SCREEN Records Scanned: 1
Records imported 1

Processing Status
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SECTION 10. EXPORT DATA

The ADMITS Section at NAVPERSCOM currently requires monthly datainputsfrom any facility that
conductsdrug or acohol screening, trestment or training. To facilitate thisrequirement, the CAACs, ATF,
etc. must be ableto export the datato afloppy diskette for mailing back to NAVPERSCOM. When
exporting screening, treatment or training data, the Field ADMITS applicationisdesigned to only export
datathat has not already been sent to NAVPERSCOM. Thefollowing stepsexplainin detail how to
performthisfunction.

10.1 ACCESSING the EXPORT OPTION

To Export Datato afloppy diskette:

1. Click onthe Export button from the Main Menu asindicated below in Figure 10.1.

FIG10.1
FIELD ADMITSMAIN MENU

i Field ADMITS Application !El

SCREENING INDEXES
TREATMENT EXPORT
TRAINING IMPORT

SYSTEM ADMIN

BACKUP

The next screen to appear will bethe Export Menu (Figure 10.2). From this screen, the user can export
Screening, Treatment or Trainingfiles.
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FIGURE 10.2
EXPORT MENU

SCREEN FILE
TREATMENT FILE
TRAINING FILE

i Export Menu [ |O] ]

3. Click onthe desired button from the Export Menu. The next screen to appear will bethe Export
Screen(Figur e 10.3) for thetype records being exported.

FIGURE 10.3
EXPORT SCREEN
{ SCREEN Export Mi=] E3
Source Fife: SCEREEN
No. Records in Source Fife: s Browse
Exponted
— Processing Statistics —Hm
SCREEN Records Scanned: Browse
Source File
Records Exported: i
Cancel

Processing Siatus
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5. Click the Process button or hit [Enter] to commence export.

The next screen will bethelnsert Blank Diskette message screen. SeeFigure 10.4.

FIGURE 10.4

INSERT BLANK DISKETTE MESSAGE SCREEN

+ Message . . . M=l E3

Insert a hlank formatted diskette in
Drive 4, then click Ok.

6. Insert ablank formatted diskettein Drive A, then hit [Enter] or click Ok. Several processing state-
mentswill temporarily appear inthetop right hand corner of the Microsoft Visua Foxprowindow. Thistells

the user that thefilesare now being exported onto the floppy diskette.

Thenext screen will bethe Export Done screen followed immediately by the Export Ok message screen.
The message screen will partially overlap the Export Done screen. Seefigure 10.5. Thistellsthe user that
theexport isfinished. It dso givesthe number of recordsthat were successfully exported.

FIGURE 10.5
COMPOSIT EXPORT SCREEN

Source Fife:

No. Records §i

Processing
TRAIN Recd

Records

v Message | . .

@ 1 records were exported.

Processing 3
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7. Click Ok or hit [Enter].
The next screen will bethe Remove Diskette message screen. See Figure 10.6.

FIGURE 10.6
REMOVE DISKETTE SCREEN

i Message _ . . M=l E3

@ Remove the diskette from Drive A.

8. Removethe diskette, unlessyou have other recordsto export. Click Ok.

The Remove Diskette Screen will disappear leaving only the Processing Records Screen. Thisfina screen
givesyou the breakout of how many recordsare on file, how many were scanned and how many were
exported. Theonly filesthat will be exported arethose that were not previously exported. Filesdo not get
exported morethan once.

9. Click Cancel or hit [Enter].
Thisisthefinal step to executing adataexport. The application will now returnto the Export Menu screen.
From there the user may export other records onto the same diskette, navigate to another section or exit out

of theFiedld ADMITS application entirely.

Inthe next section, Section 11, wewill discuss how to usethe System Admin option of theFiedld ADMITS
goplication.
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SECTION11. SYSTEM ADMIN
The Fiddd ADMITS application often hasmore than one user, one of which must be designated as
Supervisor(System Administrator). The Supervisor should betheonly person with the accessto the System
User files. He/She should be the only person with the accessto add or delete usersor to allow usersaccess
to changetheir passwords. Each user must havetheir own login and password. The Supervisor and user
alike should not know or have accessto any user passwords. Field ADMITS s setup so that passwords
can only beviewed by the person who created the password. Thefollowing stepsexplainin detail how to
usethisoption of Field ADMITS.
11.1 ACCESSING theSYSTEM ADMIN DATA ENTRY FORMS
To Maintain the System User files:

1. Click onthe System Admin button from theMain Menu asindicated below in Figure 11.1.

FIG111
FIELD ADMITSMAIN MENU

i Field ADMITS Application !El

SYSTEM ADNMIN

The next screen to appear will bethe User I nfor mation datascreen(Figure 11.2). From thisscreen, the
user can Search, Browse, Save, Delete, or navigate through the various user files.

11-1



FIELD ADMITS

Version 2.00
FIGURE 11.2
USER INFORMATION DATA SCREEN
! User Information =] E3
Usear i Name
I I Search
G |1
RankiRate Access [ evel Password
Ii I— | Browse
(i e
Facility Code Hext Heco
I Prev Eecd
[Felete
Print Staff 1D Information Form
Cancel

Thefirst option wewill discusswill bethe Search option.
11.2 SEARCH USER INFORMATION
11.2.1 [Sear ch] - Searchesthe database for aspecific record based solely on theinput of theUser ID. A

search cannot be done by name. Oncetherecord isdisplayed it may be edited and saved, or anew record
created and saved. A printout of the Staff 1D Information Form may also be printed from thisoption.

To Search for an existing User record:

1. Enter theUser ID in AAA###H format where AAA = 1st 3letters of the userslast name and ### =
last 4 of users SSN. The application will not alow numbersinthe place of |ettersnor will it alow lettersin
the place of numbers.

If aSearchisexecuted without entering the User 1D, an error message will gppear and the correct informa-
tionmust be entered. See Figure 11.3.
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FIGURE 11.3
USER ID ERROR MESSAGE

i Message . . . |_ (O] x]

Enter the staff member's user I in
@ the format AAAFHHH.

Oncetheinformationiscorrect, the completefilewill be displayed. Noticethat the user password isnot
displayed. SeeFigure11.4

FIGURE 11.4
USER INFORMATIONFILE

i User Information =] E3
Usear i Name
I SUPD0OOOD I SUPERVISOR Seanch
Save
RankiRate Access [ evel Password ST
| NONE | 1 | e
Clear
Facility Code Hext Recd
00110
Prev Recd
Delete
Print Staff 1D Information Form
Cancel
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To createanew User record:

1. TypeintheUser ID for the new user in AAA##H format where AAA = 1<t 3l ettersof theuserslast
name and ###H = any four numbersthat the user can remember.

NOTE: Theapplication will not allow numbersin the place of letters, nor will it alow lettersin the place of
numbers.

2. Typeinthe Name of the new user in PUBLIC JOHN Q format, where PUBLIC = user’sreal lastname,
JOHN = user’sreal firstname, and Q = user’ sreal middleinitial; no punctuation.

3. Typeinnew user’ sRank in E1-E9 format.

4. Typein2for new user’ sAccessLevd. Thisprevents non-System Administratorsfrom accessing the
Setup and System User files. Supervisor(System Administrator) isthe only person alowed Level 1 Access.

5. Havethe new user typein their password.

6. Hit [ Save] to savethe new user file. See Section 11.4.

11.3BROWSE USER INFORMATION
11.3.1[Browse] - Thisoption allowstheretrieva of any user filefor viewing or editing.
To Browsea User File:

1. Click on the Browse button and the Browse screen will appear. See Figure 11.5.
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FIGURE 11.5
BROWSE SCREEN
| Staff_no |Faciliby Staff_name Rank Upld_date Upld_used;
M 00110 (SUPERVISOR MIOME 0aM 719588
I« | >

2. Arrow up or downtothedesired user file, or usethe mouseto highlight the desired user file.

3. Press[ESC]. The selected User filewill gppear and may now beviewed or edited. See Figure 11.4.

114 SAVE USER INFORMATION

11.4.1[Save] - Savesthedisplayed User fileoncevalid dataisentered. Do not save until all datahasbeen
entered. Once arecord has been saved, amessage screen will appear. See Figure 11.6.

FIGURE 11.6
WORKSAVED SCREEN

i Message . . . | _ O] x]

@ Wiork has been saved ...
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115DELETE USERINFORMATION

11.5.1 [Delete] - Deletesthedisplayed User file after confirming the choiceto delete. Fiedld ADMITSwill
prompt the Supervisor to confirm the decision to del ete prior to deleting arecord. SeeFigure11.7.

FIGURE 11.7
CONFIRM DELETE?MESSAGE

+ Message . . . |_ O] x]

@ fre you sure you want to delete?

Mo |

Oncearecord hasbeen deleted, Field ADMITSwill confirm thedeletion. SeeFigure 11.8.

FIGURE 11.8
RECORD DELETED MESSAGE

v Message . . . M=l E3

@ Record has heen deleted.

Onceauser isdeeted, the Supervisor should fax or mail aStaff 1D Information Form to NPC.

116 NEXT RECORD

11.6.1 [Next Record] - Displaysthe next record in the User File database

11.7PREVIOUSRECORD
11.7.1[Prev Record] - Displaysthe previousrecord in the User File database.
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11.8CLEARUSERINFORMATION

11.8.1[Clear] - Clearsthe screen display of all data. Thisoption doesnot deletearecord.

119CANCEL USER INFORMATION

11.9.1[Cancdl] - Takesthe user back to the Main Menu.
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